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Proof of Claim

Florida Southern Bankruptcy Court

Notes: Welcome to the training module on Filing a Proof of Claim. This module walks you through filing a proof of claim
with an attachment.
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@ Objectives
3 ——

After completing this module, you should be

able to:

O Locate the File Claims event

O Understand how this event functions

O Add attachments

Notes: After completing this module, you should be able to locate the File Claims event within CM/ECF, understand how
this event functions, and add attachments to the proof of claim being filed. When you are ready to begin, click START.
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U.S. Bankruptcy Court
Southern District of Florida
Official Court Electronic Document Filing System L

South
CMECF VERSION 4.3
NOTICE:

on 8 and PACER 12:01 AM 6ill 12:30 AM.
7i5 pctiey 15 for Opcral Actrviey to stte 1s logged. hi joct to Federal Ruls of 11and
[Fodteral Rule of Baneruptcy the appropriate law enforcement official: under 18USC 152 and
571

To Update Your ECF Account Information [CLICK HERE]

Notes: From the Main Menu bar, click Bankruptcy.
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Select File Claims

Notes: The Bankruptcy Events list will appear. Select File Claims from the list to file your proof of claim.
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Click Next

Notes: The Search for Creditor screen will appear. Generally, you should leave the Name of Creditor and Type of Creditor
field blank so all case related creditors can appear in the results screen. Verify the Case Number and click Next to
continue.
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Click Options

Notes: The Select a Creditor for Claim screen will appear. CM/ECF requires all claims to be associated with a creditor
record for the case in which the claim is being filed. Click the Options arrow to view a list of creditors associated with this
case.
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Select EastCoast Home Insurance

Notes: Search for your creditor from the list provided. If the creditor is not listed or is not an exact match you would click
Add Creditor. For this tutorial, we are filing on behalf of the creditor EastCoast Home Insurance. Select EastCoast Home
Insurance from the list.
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wisb.uscourts,gov/<gi-bin FilingClaims, pi7287290888909026 L 1_0-1

# v Pagew Safetyv Tooksv v |

Select a Creditor for Claim Clatms filed on behalf of crodior

Case 12-11174-RAM: Zac M Zamore and Zoe Zamd EastCoast Home Insurance
Inaurance - 1111 & 11 5t we 1111 11 Sewss
Miami Springs FL 33130

1,234
I s e correct creditor?

e

Click Yes

J/ Trusted sites | Protected Mode: Off a v wmasx

Notes: A window will open that will advise whether the selected creditor has previously filed claims in this case. For this
tutorial, the information shown is an exact match for our creditor. Click Yes to continue.
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150262 - EastCoast Home Insurance.
1111 11 ¢ #56

Miami Springs FL 33130
Amends Claim # Filed
[Fina c

Case Number 12-11174-RAM

Last Date To File Date Filed: 12182012

Last Date To File(Govt) Click Options
Claimed
Amount Claimed Secured Priority

Eer the Torat amowns of secrred 3

(Ciaim s of Dere Cace Fied e o ocured amons Trioris, eninr ta priorcd amev

(i socurad peiorcy. gomara e 4 o siain) (B o chaim)
[hertee] o

Description:
Remarks
Amend options:  Clear all Amounts

Nexi] [Claar]

Notes: The Proof of Claim Information screen will appear for the selected creditor. If filing an amended claim, enter the
original claim # in the Amends Claim # field. For this tutorial, leave the Amends Claim # field blank. The Filed By field
defaults to Creditor. Click the Options arrow in the Filed By field to view a list of filer types.
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gi-bin/FilingClah
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Proof Of Claim Information For
150262 - EastCoast Home Insurance
1111 E 11 St #56
Miami Springs FL 33130
Amends Claim #
Case Number 12-11174-RAN P
Last Date To File: Date Filed: 12/182012
Last Date To File(Govi)
OBl Select Creditor
Amount Claimed Secured Prority
e o Tt o o yau secured . & it 0
G ¢ f Dot Coe Fid e 0 et e it vna o it amons
frrgink Aoy hoe ¢ om sl (B 3 ot i
[oriievypuchon
Description

Remarks
Amend options:  Clear all Amounts

art] [Cinar]

Notes: Select the role of the party filing the proof of claim. For example, the Trustee can file a proof of claim on behalf of a
creditor and would select Trustee from the list. For this tutorial, the claimant, East Coast Home Insurance, is a creditor in
this case. Select Creditor.
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Proof Of Claim Information For

150262 - EastCoast Home Insurance
1111 F 11 Se 456
Miami Springs FL 33130

Case Number: 12-11174-RAM e Filed By.
Do NOT enter dollar signs ($); co ]
a 00.

mmas
Last Date To File ,000), or decimals ( 0] in these fields.

Last Date To File(Govt).

Chaimed
Amount Claimed Secured Pronty
ow e Tocas et of e srrnt
Gl o of Dot o Find oot rite e s it oot
] cired ety searai o 4 on i) (hex 3 o ciam,
wsiues & et
Description:
Remarks

[ Amend options:  Clear all Amounts

nea] [Clear

Notes: In the Claimed section you have several fields available to enter the claim values. Do not enter dollar signs,
commas, or decimals in these fields. For this tutorial, the total amount of the claim is $800, including secured and
unsecured amounts.
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~ Page~v Safety~ Tools~ &b~ | & (8]

st
TS
LT,
G T RAM At i Fieasy.
TeiDwToRe Do TR iRE0n
Last Date To File(Govt).
Gl
ARG o Yy
Eveer the Total dmowrst of Feit cocured. o fod
e — o e
e N e
e
Description: [
s
Amend options:  Clear all Amounts
Click Next

Notes: The Description and Remarks fields are available to add additional detail about the proof of claim. Any information
entered in these fields will appear on the Claims Register. For this tutorial, leave these fields blank. The Amend options
radio button is not selected. Since we are not amending a previously filed proof of claim we will accept the default. Verify
all information entered on this screen for accuracy and click Next to continue.
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f12b uscourts.gov/ cqi-bin/Til
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Notes: The PDF selection screen will appear. Please note the prompt: Have you redacted? Pursuant to Federal Rules of
Bankruptcy Procedure 9037, ensure the attached PDF files do not contain personal identifiers. Because the proof of claim
we are uploading exceeded our 10 MB file limit, it was saved as two separate PDF files. Besides file size limitations, this
feature can also be used to attach exhibits, affidavits and other supporting documents. Since it was saved as two
separate PDF files, at Attachments to Document, select Yes.
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Notes: Click the Browse button to locate the first PDF file of your proof of claim.
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£ Choose File to Upload

<« COMMON (G » 1 Case Document ts

2 APPS (F)
% COMMON (Gi)

S PenaD (\\flsbnal\flsb\MIAUSERS) (5:)

T < [mirisca -

[ open I¥] Cancel

Notes: The Choose File to Upload dialogue box will appear. Navigate to the directory where your PDF document is
located.
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8 Choose File to Upload ——

<« COMMON (G) » 1 Case Document e

New folder

& os©
& APPS (F)
S COMMON (G)

5% PenaD (\\flsbnal\fisb\MIAUSERS) (5:)

Fle name: 11 Proof of Claim - [AiFescn -

Core ) ([ Concn

Notes: Before uploading, verify the correct PDF file is selected and has been redacted. For this tutorial, we will not
simulate reviewing the document. Double-click the PDF file.
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)
\fisbnal\flsb\MIAUSERS) (5:)

File name: 11 Proof of Claim

Click Open

Notes: Click Open to associate the file to the case.
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Click Next

Notes: The PDF Selection screen will appear again with the file path populated. Click Next to continue.
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bin/FilingClaims.pit106167928062704-11_3-1
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1) Select the PDF document that contatr the attachment.
Filename

W |

o) Fitt on the protts satow. Click Browse
ategory
1) Addl the filencme to the list box below. fyou have : g back to Step 1 15 completa, click on the Next button

(Asarerim

[ Ramave vom Lt |

=3

Notes: The Select one or more attachments screen will appear since we had selected Yes to Attachments to Document
earlier. Click the Browse button to locate the attachment to your proof of claim.
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1 Choose File to Uplosd p—

« COMMON (G) » 1 Case D

New folder

B videos

4% Computer
& osc)
4 APPS ()
x# COMMON (G)

5 PenaD (\fisbnal \flsb\MIAUSERS) (S)

File name:

Notes: The Choose File to Upload dialogue box will appear. Navigate to the directory where your PDF document is
located.
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# Choose File to Upload —

<« COMMON (G) » 1 Case Documents -] %9 11| »

complata, click on tha Next button

2% COMMON (G)
2% PenaD (\fisbnal \Isb\MIAUSERS) (51)

b i b e T

Double-click the PDF file

File name: |

Open |+ Cancel |

Notes: Before uploading, verify the correct PDF file is selected and it is complete and legible. For this tutorial, we will not
simulate reviewing the document. Double-click the PDF file.
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1 Choose File to Upload —

(L) | - * COMMON () » 1 Case Documents =pm

| cromize = tsew oider -~ [l @

complete, click on the Next button.
™ Computer

& os(c)
4 APPS (F)
% COMMON (G)

5% PenaD (\flsbnal\flsb\MIAUSERS) (5)

Flename: Attachmentto Proof of Claim = [AllFiles () -
OmirBox |¥ Cancel
Click Open

Slide notes: Click Open to associate the file to the case.
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ect-train flsb uscourts.gov/ cgi-bin/ FilingClaims. pi7106167928062704-L 1 3-1 > 8|

# - Page~ Ssfetyv Took~ @+ | N [

Sclect one or more attachments.|
"ave X%

1) Seloct the PDF document that contatns the attachment
Filename

G\1 Case Documentsattachment t [ Browse... |

2) #tt2 tn the petcts setow
Category and'or Description
=
box below. If = , click on the Ne "
) 10 the list box belo Click in the Description ™™ 15¢ @ftlenames s complese, click on the Next bucto
field.
AsaioLm |

Ramove hom List

Notes: The Select one or more attachments screen will appear again with the file path populated. A description of the
attachment is required. Under category, you can select from a pre-defined list or enter a manual entry under Description.
For this tutorial, click in the Description field.
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1. train fieh, USCOUIS.GOV/Cgi-bin/ FilingClaiems. piri06167928062704-L 1 3.

& ~ Page~ Safety~ Took~ @~ 1 N ()

(Case 1211174 RAM
1) Select the PDIF document that contains the atiachment
Filensme

311 Case DocumentAtmonment t | Erowse.

Type POC 2 of 2
and press Enter.
2) 112 tn the potcis botow
Category

1) Ade the filencime to the list box below. [fyou have more attaciments. g0 back 10 Step 1. When the lizt of flenames Is complate, click on the Next button

[ Ramove wom Lin |

Notes: Type POC 2 of 2 and press Enter.
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uscounts.gov aiers. pi?A06167528062704-L
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1) Selsct the PDF document that contains the attachment
Filename.

011 Case Doaumentattacnment + [ Browse..]

|2) 122 im the pretcts betow
Category andt or Description

) Add the fllename to the list box below. fyou have more attachments, g0 back to Step 1. When the list of fllencmes ts complete, click on the Next button

Click Add to List.

Notes: To complete the process, the attached document must be added to the entry. Click Add to List.
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f12b uscourts.gov/ cgi-bin /Tl

M v Pagew Sefety

1) Sslsct the PDF document that contairs the attachment
Filename

Bowse

2) FUll tn the fleics below.

Category and or Description

[3) Ad the ftename to the list box below. Ifyou have more attachments, go dack to Step 1. Whan the list of flerames ts complets, click on the Next button

Add 1o L

Click Next

Notes: Confirm the attachment file path populates in the Add to List field and disappears from the Filename field before
continuing. If there were multiple attachments, repeat the three previous steps until all attachments are displayed in the
Add to List field. Click Next to commit this transaction.
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15 uscourts.gov/cgi-bir

o v Pagew Safety~

Case Name: Zac M Zamore and Zoe Zamore
Case Number: 1211174 RAM

EastCoast Home Insurance
Creditor Name: HILE 11 St&s6

TR
Claim Nmber: 3 [ e ]
P
e
| Amount Priority: $425.00

e following document(s) are associated with this transaction:

ent description:\Main Document

Original filename:G- 1 Case Documents 11 Proof of Claim pdf
Flectronic document Stamp:
(STAMP bikecfStamp_| 210 [Date=12/18/2012] [FileN

sent description: POC 2 of 2
filename: Attachment to Proof of Claim pdf

Original
Flectronic document Stamp:

Notes: The Notice of Electronic Claims Filing screen will appear. The Claims Register link provides the opportunity of
running a Claims Register Report which shows the list of claims filed in a particular case including a final summary page.
Clicking on any of the links on this page will require a PACER login and published fees will apply.
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@, Resources
——

For further information on filing a Proof of
Claim refer to:

®m LR 3001: Proof of Claim

m LR 3002: Filing a Proof of Claim in a
Chapter 7, 12, or 13 case
m LR 3003: Filing a Proof of Claim in a

Chapter 11 case
| ®m Electronic Proof of Claim form |

Knowledge Check

Notes: For further information, take a moment to review the listed resources available on our website. Additionally, an
electronic proof of claim may be filed using the form link provided on our website. This service is provided as an
alternative filing option for those parties not eligible to register for CM/ECF. The website contains an instruction guide,
FAQs, and the electronic Form. When you are ready, click Knowledge Check to continue.

Slide 29 - 36

Random Question

Linked To ProofofClaimKnowledgeCheck

Question 1 of 7

Notes: Knowledge Check

Slide 37

@ Summary
_

You should now be able to:

®m [ocate the File Claims event

®m Understand how this event functions

®m Add attachments

EXIT

Notes: Now that you have reviewed the learning module on Filing a Proof of Claim, you should now be able to locate the
File Claims event within CM/ECF, understand how this event functions, and add attachments to your filing. Click EXIT
when you are finished.
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Thank you for viewing the module
on Filing a Proof of Claim.
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Notes:
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Knowledge Check Question 1of7

When adding an attachment to a document, provide a descriptive
title for it within CM/ECF.

A) True
B) False

Notes:

Knowledge Check Question 2 of7

When selecting a creditor from the list to associate with the claim,
you should:

A) select the exact match

B) select the most similar match
C) Add Creditor

D) Add Common Creditor

Notes:

Knowledge Check Question 3 of 7

From the Bankruptcy Events list, what event do you choose to file a
proof of claim?

A
B
C
D

Other

Notices

Claims Actions
File Claims

—_— e

—

Notes:

Question 1

Question 2

Question 3
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Knowledge Check Question 4 of 7

If your proof of claim has already been reduced to the smallest
possible size but still exceeds 10 MB, you should:

A) reduce the file size and try again

B) split the PDF in to separate files and select YES for Attachments
Q) call the Help Desk

D) troubleshoot using the online resources

Notes:

Knowledge Check N S

When entering the claim values into CM/ECF do not forget to
include dollar signs, commas, and decimals.

A) True
B) False

Notes:

Knowledge Check Question & of 7

Complete the sentence below by filling in the blanks.

If the Trustee was filing a proof of claim on behalf of the creditor, select v from the Filed By

options.

Options: Creditor; Trustee; Debtor

Notes:

Question 4

Question 5

Question 6
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Question 7

Knowledge Check Question7 of 7

Complete the sentence below by filling in the blanks.

The| -Select—

v|field in the proof of claim information screen is provided in order to select the

original claim number when filing an amended proof of claim.

Options: Amount Claimed; Amends Claim #; Filed by; Amend options

Notes:
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